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Website: 
https://enterprisespendplatform.suntrust.com/secure/welcome.asp  

 
 
Your username and password are provided by the Finance Department, if you need help with these 
please call Lisa Hughes or Lindsey Cearlock. 
 
  

https://enterprisespendplatform.suntrust.com/secure/welcome.asp
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Step 1: 
 
Once you have logged in you will see a screen that look similar to this: 

 
 
 
Step 2:  you will click on Statement Manager on the left hand side. 

 
 
 
 

Name here 

Your Name 
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Step 3: 
 
If you have items that need to be coded they will appear in RED on the left hand side menu. 
 

 
 
Step 4: 
 
You will click on the date that matches the date on your statement. 
Once you do that you will see a list of purchases you made: 
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Step 5: 
 
You will click on the RED “X”  

 
 
Once you have clicked on the X you will see this screen: 
 

 
 
 
 

 
 
 

1. You will add your ORG and 

OBJECT 

 

2. The AMOUNT is the 

TOTAL amount of the 

receipt 

 

3. The TAX amount is the 

sales tax amount that was 

paid 

 

4. Tax Status should be TAX 

INCLD 

 

1 2 3 4 

When adding your charge code or 

ORG/OBJECT you will have to click 

SEARCH. 
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Once you click SEARCH you will see 

this screen.  You will just type the 

department/object that you are 

looking for in the DESCRIPTION box. 

It will show your choices here 

To add the charge code you will click the UP 

arrow, to find out more information you will click 

the  i, to add to your favorite you will click the 

arrow point to the RIGHT. 
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Step 6: 
Once you have keyed your charge codes and filled in all the details it should look like: 
 

 
 
 

Details to complete: 

1. You will need to click the 

RECEIPT box (you are 

required to have a receipt) 

2. You will need add a 

description of what was 

purchased in the NOTES 

3. Once all that is complete you 

will hit SAVE 

 


